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E- MAI L ALPERSRU 1/ 97

SUBJ: RECORDI NG ADDRESS CHANGES | N PM S/ JUMPS

Ref : (a) Personnel and Pay Procedures Manual, HRSI CI NST MLOQOO. 2

I nt roducti on

Backgr ound

Responsi bility
For Inputting
Home Address

I nformati on
Into The

Dat a Base

This E-Mai| ALPERSRU provi des proacdures for recording
changes of address in the PM S/ JUWS dat abase.

It is inportant that Coast Guard nenbers nmintain an
up-to-date hone address in the PM S/ JUWS data base.
This is essential as:

0 This address is used for mailing inportant pay
docunents (e.g., IRS Forms W2), for mailing Reserve
Comm ssary Privilege Cards, and for distribution of
Coast Guard-wide mailings, e.g., worklife
i nformation.

0o For reserve (and retired) menbers, it is essenti al
that a hone address be maintained in PM S/ JUWS (or
the Automated Retired Pay Systenm) for nobilization
pur poses.

o0 Hone address information in PM S/ JUMPS is used for
various reporting purposes.

o0 The hone address recorded in PM S/ JUMPS also is used
for casualty reporting purposes.

I nput of hone address information into PM S/ JUWPS (and
the Automated Retired Pay Systen) is the
responsibility of the follow ng parties:

Menber Type Who does it
Active Duty Menbers PERSRU
Reserve Menbers (except those in a PERSRU
retired or retired-awaiting-payat-age-

60 status)

Retired Menbers (including those in a HRSI C ( RAS)
Reserve retired-awaiting-payat-age-60

st at us)




SDA | |
Transacti ons
for Recording
Home Address
I nformati on

Ef fecti ve Date

PERSRUs normal |y use the Change Tax | nformation event
in SDA-11 to update honme addresses. O her events in
SDA-Il1 that allow PERSRUs to update a hone address

i ncl ude:

- Change i n Dependency/ Energency Dat a/ SGLI
- Change i n Housing
- PCS Reporting

The above events enable a user to create an L6EA
transaction to update segnent 66 of PM S/ JUMPS.

PM S/ JUWMPS cannot record a change of address
retroactively; a change of address for a given nonth
must be input and processed by the end-nonth conpute
cycle in order for the change to be effective that
nont h.

As shown in the following table, the effective date
used on the L6EA transaction has an inpact on the
effective date that the change of address is recorded
in PM S/ JUWPS.

If the L6EA transaction|and the transaction then the change will
effective date is input | processes be effected in
PM S/ JUMPS on the

as the first day of the|prior to end-nonth transaction effective
nmont h conpute of that nonth |date
as the first day of the|after the end-nonth first day of the NEXT
nmont h conpute cycle for that | nonth

nont h
as a date other than first day of the nonth
the first day of the AFTER t he transaction
nmont h processes

Not e:

There are two i nstances when the L6EA
transacti on shoul d have a SPECI FI C ef fecti ve
dat e:

1. Wen the transaction is submtted as part
of an initial accession/ enlistnent, the
date of accession/enlistnment should be
used as the L6EA transaction effective
dat e.

2. Wien the transaction is submtted after a
menber has separated, the L6EA
transaction effective date shoul d be one
day prior to the nenber's separation
dat e.




Conpl i ance
w t h Post al
Addr ess

St andar ds

The Postal Service requires that al

addr esses

conply with prescribed postal address standards
The Postal Service publishes a data base

of conform ng addresses.

To ensure that our

addresses conply with the postal standards, each
month, HRSIC runs all segment 66s (and 78s) through

the postal data base.

If the address in segnent 66/78

Then

does not agree with postal
standards, but closely matches a
proper address in the postal data
base

a program
automatically

cl oses down the
segnent 66/ 78 on
the | ast day of
t he mont h, and
buil ds a new
segnent 66/ 78
with a standard
address for the
first day of the
next nonth (see
exanpl e)

conplies with postal standards

the address wil |
not be changed

does not agree with postal

st andards, and does not closely
mat ch a proper address in the
postal data base

the address will
not be changed

Exanpl e:

Assume a nenber's address in segnent 66

or 78 is shown as PO Box 555, Long Beach,

WA, 98361-0111.

In the postal database,

zi p code 98361-0111 is for Packwood, WA
Therefore, segnent 66/78 will be
converted to PO Box 555, Packwood, WA,

93861-0111.

Conversions to postal standards have the potential

for creating a problem

The post al

dat abase does not

recogni ze that nunmerous Coast Guard units may reside
at a given address. For instance, in Boston, there
are several Coast Guard units | ocated at 427

Commerci al Street.

If you have a single nenber

living in barracks/shi pboard berthing, and you want
to ensure the nmenber's unit nane is recorded as part
of the menber's address, the unit nane nust be
entered at the BEG NNING of the Street information on

the transacti on.

If you include the unit nane at the

end of the Street information, or as part of the
Cty/ Town information, the nonthly postal address




Rel at ed
Addr ess
Change
| ssues

PERSRU
Action

conversion programw || delete the unit’s nane.

The above procedures apply to updati ng addresses in
segnent 66 of PM S/ JUWPS and the SDA-I1 data base.
There is 3 other key address data fields in

PM S/ JUWPS that al so need to be maintained:

o A few nenbers are authorized to haw their pay
sent to their honme address. Segnment 66 is not
used for check mailing purposes; segment 71 of
PM S/JUWPS is used for this purpose. To update an
address in segnment 71, the PERSRU nust use the
Payment Option Election event in SDA-Il to
generate an L6GA transaction.

0 Segnment 66 is not used for mailing allotnments or
U.S. savings bonds. Segnment 76 is used for
mai ling allotnments, and segnment 78 is used for
mai | i ng bonds. To update an address in segnment 76
or segnent 78, the PERSRU nust use the Change
Al'l ot nent Address event in SDA-1l to generate an
L67/ P800 transacti on.

0 HRSIC maintains a Coast Cuard unit file which
stores the address of all active Coast Cuard
units. Changes to a unit's address are to be
reported using Form CG 4183 (Change of Mailing,
Freight, and Billing Address). A copy of the CG
4183 is to be submitted to HRSIC (MAS). Upon
receipt, HRSIC (MAS) will update the Coast Cuard
unit file. If a unit address change results in
the unit's zip code changing, the PERSRU wi || need
to record the new unit zip code in PM S/ JUWS VHA
and CONUS COLA segnments (31, 34, and 35) for each
menber assigned to the affected unit. The
Start/Resune Pay and Al |l owances event is used in
SDA-11 to generate the applicable L67/P607
transaction for updating CONUS COLA segnent 31;

t he Change BAQ VHA event is used in SDA-IIl to
generate the applicable L67/P606 transaction for
updati ng VHA segnent 34/ 35.

PERSRUs shall rem nd persomel of the inportance
of keeping their address information up-to-date.
This is essential to ensure tinely and accurate
delivery of inportant docunents (W2s and savi ngs
bonds), and for casualty reporting purposes.

Upon reporting aboard, nenbers should supply
their new mailing address on CG HRSI C- 2005 (PCS



Reporting Worksheet), and CG HRSI C- 2060 (Bond
Worksheet), per reference (a).

Menbers shoul d be advised to verify block 22 of their

LES each nonth, and if their mailing address is
incorrect, submt a CG HRSIC- 2025 (BAQ VHA Housi ng

Wor ksheet) or CG HRSI C- 2055 (Reserve Information
Wor ksheet) to their PERSRU

Questions should be referred to the HRSI C Custoner

Questi ons
Service Team at (913) 357-3540.

Rel eased by /sl
J. D. WLLI AMSON

Executive Oficer



